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Security Information

NOTICE
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| SUBJECT: Courier Schedule for Collection end Distribubion
of ¥ail

1. The function of the receipt and dletribution of
communieations should be so condusted that the documents will
reagh the asppropriate action desk without unnecesssry delay.
The importance of bearing this in mind both in planning and
in conducting operations cannot be teoo atrongly sirossed,
Hore, tiwe is of the essence, ¥n conducting operations a
time schedule should be established and adhered to. The
attached schedule for the collection and dletrilbution for
wall and related materisl provides an orderly and efficient
guide for carrying out this important funetion,

2, The Central Yail Room 1g in Que Bullding and all
scbeduled courier trips begin and snd at this point, For
convenience in bandling and to expedite the delivery of
porrespondence, brief ease material and pachkage-bnlk material
are handled separately. Any materisl which must be trans-
mitted in packsges or envelopse larger than the large manila
envelopes 1s considered package~bulk materisl, Special
servicoe will be glven in urgent cases bub offices ghould
mz;mu's such service only vhen absolulely necessary to

% the regular pick-up and delivery service, In
m&itian, couriers and wessengers are not expscted to perform
errands of o personal nature and offices shall not reguest
then to do so.
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